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GLOSSARY
Catalog Item—any learning or development activity listed in saTern

CompetenCy-Based goal—a development goal that corresponds to a 
specific nasa competency in the competency management system (cms)

development aCtIvIty—any activity that builds expertise or skills; in the 
idp, these are classified as either catalog items or external activities

external aCtIvIty—any learning or development activity that is not listed 
in saTern (e.g., conference, college course, on-the-job training); may or may not 
require a nf-1735

non-CompetenCy-Based goal—a development goal that does not  
correspond to a nasa competency; articulated by the user in a free-form text field 

prIorIty—The level of importance of a goal or activity; can be critical (1), essential 
(2), or significant (3)

Critical: should be achieved/completed during this idp cycle; not doing so 
will jeopardize organizational mission accomplishment

Essential: must be achieved/completed in order to accomplish organiza-
tional mission objectives, or to carry out job responsibilities

Significant: achievement/completion is not directly related to current job 
description, but will appreciably improve skill set

target date—The date by which you plan to complete the development activity

target value—The number associated with a value-based activity (e.g., 40 
hours, 18 months)

value-Based aCtIvIty—any development activity that can be measured 
numerically or quantified (e.g., 40 hours, 18 months); only applies to external 
activities, such as on-the-job training
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Help desk: n  1-877-nssc123 (1-877-677-2123) or  
nasa-satern.support@nasa.gov
satern Info site: n  https://saterninfo.nasa.gov
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as a supervisor, you can run reports in saTern that will help you monitor the 
progress that your direct reports have made toward idp goals. The Individual 
development plan report includes data on goals, development activities, 
comments, and progress; the learning History report includes data on  
completed catalog items and external activities.

n on your homepage, select the reports tab.

n from the report name list, select either Individual development plan or  
learning History.

n choose to run a report for yourself (select self), your direct reports (select 
direct subordinates), all of your reports (select all subordinates), or all of 
them (select all).

n select the desired report format.

n click run report.

n The report displays in a separate pop-up window. print the report(s) as you 
would any other document.

n close the pop-up window.

run employee reports

FOR SUPERVISORS ONLY

When an employee submits an idp for your review, you will receive an email  
notification. The email will be from nasa-satern and the subject line will read: 
satern Individual development plan review and approval request.

log in n  to saTern at https://satern.nasa.gov.

on your homepage, click the red alert text that reads:  n you have subordinate 
development plans that require review and approval.

click  n review next to the plan you wish to view.

confirm that you are viewing the intended idp; the employee’s name will be  n

next to currently viewing at the top of the screen.

view development activities by clicking  n u next to each goal name, and view  
further activity details by clicking view Item details. 

Optional n : To add notes for the employee, click view/add notes next to the 
section on which you would like to comment. enter comments in the add 
comments text box and click add.

click  n Back to return to the main page.

click  n accept or reject. if you reject the idp, you must add comments  
regarding your reason for rejection. enter your comments in the add plan 
review comments text box and click reject.

To exit the employee’s idp, click  n return to your records at the top of the screen.

note:  When an employee resubmits an idp after rejection and editing, follow 
the same procedure above to accept or reject it again.

approve / reJeCt an Idp



after you have created an idp, the modify Individual development plan 
screen displays. on this screen, you can add competency-based goals or non-
competency-based goals. The business and technical competencies in saTern 
are representative of those listed in nasa’s competency management 
system (cms).

add a COMPETENCY-BASED goal 
click  n add goal in the appropriate section: Short-Range, Mid-Range, or  
Long-Range.

select  n competency.

click  n next.

enter keywords that relate to your desired competency. n

select a search type. n

click  n next.

select the checkbox for the competency that best reflects your goal. (you  n

may choose more than one to create multiple goals at once.)

click  n next.

confirm or edit the required fields:  n goal name, target rating (use default  
rating of 1), & target date. priority level is an optional field.

click  n done or save and add another.

add a NON-COMPETENCY-BASED goal 
click  n add goal in the appropriate section: Short-Range, Mid-Range, or  
Long-Range.

select  n other.

click  n next.

enter required fields:  n goal name & target date. other fields are optional 
(e.g., goal description & priority level).

click  n done or save and add another.

add a goal

Create an Idp
log in to saTern at  n https://satern.nasa.gov.

on your homepage, select the  n career tab.

click  n development plan.

click  n create new plan.

enter required fields:  n plan title (e.g., idp 2008) & expiration date (e.g., 
04/30/2009). other fields are optional (e.g., coach/mentor).

click  n add.

your plan Information is now complete.

after you have added a goal, you must add at least one development activity 
to support it. otherwise, you will receive a “validation error” (indicated in red 
at the top of the screen) when you submit the idp. on the modify Individual 
development plan screen, you can add a catalog item from saTern or an  
external activity that is not in saTern.

add a development actIvIty—Catalog Item  
click  n u to the left of the goal name.

click  n add activity.

select n  catalog Item.

click  n next.

select  n Item type(s).

enter keywords next to the criteria you wish to use to search saTern   n

for items. (note: for a broader search, you may need to remove the  
competency that populates the search criteria automatically.)

click  n next.

select the checkbox for the item you wish to include. (There may be   n

multiple pages of items. you may choose more than one item to add  
multiple activities at once.)

click the  n next button at the bottom of the screen.

confirm or edit the required fields:  n activity name & target date. priority 
level is an optional field.

click  n done.

add a development actIvIty—external 
click  n u to the left of the goal name.

click  n add activity.

select  n external activities.

click  n next.

confirm or edit the required fields:  n activity name & target date. priority 
level is an optional field.

select the  n value-Based checkbox and enter a target value if the activity 
can be measured numerically or quantified (e.g., 40 hours, 18 months).

if the development activity  n does require a nf-1735, uncheck the record 
completion box. if the activity does not require a nf-1735, leave the  
box checked.

click  n done.

add a development aCtIvIty

To print an idp, you must create an Individual Development Plan report.

select the  n reports tab.

click  n Individual development plan.

select the desired  n report format.

identify the idp you wish to print using the search criteria. n

click  n run report.

The report displays in a separate pop-up window. print the report as you  n

would any other document.

close the pop-up window. n

prInt an Idp

after all goals and activities have been added, the modify Individual 
development plan screen displays.

click  n submit for approval.

confirm that your  n plan status is now submit/pending.

suBmIt an Idp

The Individual development plan (Idp) in saTern allows you to 
document short-range, mid-range, and long-range career goals, as 
well as the training and development activities required to reach each 
goal. The idp can then be updated as you complete these activities.

FOR COACHES & MENTORS ONLY

as a coach/mentor, you may be asked by your coachee/mentee to review and  
comment on his/her draft idp in saTern.  

log in to saTern at  n https://satern.nasa.gov.

on your homepage, select the  n career tab.

click  n view other learners’ plans.

all the idps to which you have been granted access will display. click  n view 
Idp next to the appropriate idp.

you are now viewing your coachee’s/mentee’s idp (note his/her name next  n

to the learner label). view development activities by clicking u next to each 
goal name, and view further activity details by clicking view Item details. 

Optional: n  To add notes, click view/add notes next to the section on which 
you would like to comment. enter comments in the add comments text 
box and click add.  

click  n Home or view other plans to return to the main page. 

note: coaches/mentors are not alerted via email when an idp is ready for 
review in saTern, nor is the coachee/mentee alerted via email when the 
comments are complete. The two parties must communicate this outside 
of saTern. However, the coachee/mentee must grant you access to the 
Idp in satern in order for you to view the draft.

vIeW an Idp & add Comments


